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15 JAN 1970

~ My, James B. Rhoads
Archivist of the United States
Mational Archives and Records Sexvice
General Services Adiministration
Washington, D. C. 20408 -

Dear Wy, Rhoads:

Reference is made to your letter of December 29, 1969 to %, George K. Méloom
conceraing the assignment and tralning of mail improvement program resource leaders
for the purpose of conducting Frepare With Care" workshops. .

Mease be advised that to date, five of our seniny administrative officrrs have
attended meetings held by the National Archives and Reconds Servicz for the benefit
of representatives from all Government agencles with respect to the mail improvement
program. Tuaese ofilcers, considered to be qualified as regource leaders, have during
the past several months conducted a su;.vey to Jetexmine if this Agency Is, in general,
preparing and procegsing mail in accoxdance with desired standard praciices as
developed by the postal service. ‘
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f-' In conjunction with the suxvey, thils Agency has been actively enzagad with a

= _} rogram desgigned to (a) indoctrinate those of our parsonnel responsible for preparation

and han}lmg of mail with the precepts of the proposed Past Office Dapartment ! frocess
Compﬁtlbi’iiw Gitlielines, ant () to ensure that our mail is, to the extent posablx N
_commtable *wth high-speed automated processing.
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/ The vast majority of the mail we forwaxd through postal service facilities origi-

nates in the Washington, D. C,, area. As 85 porrcent of thig mail is letter size, and
77 parcent of all mallings are generated by only four components of the Agency, we do
not envigion any major problems relotive to application of the ahove unted proposed or

. finalized guidelines within the Agency.

_______ The Agency is most intexested in and responsive to the requirements of the
i mail unprovenwnt program. However, considering our present position it is not
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. deewmed necessary Lo assign any additional parsonnel for outside training as rasource
-Jeaders, We do look forward to receiving any available packaged trainfng materials so
that we may continue with our intornal mail mprovement training projects.

Sincerely,

o T, ,
slgnedr  Joln ., Blaks

John F. Hlake .
. Directox of Logistics
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